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Pending Transactions

The Pending Transactions application allows users to View, Print, Download and Update
Pending Transactions. Users will only have access to transactions that they have been
authorized to view and/or update. Through the Pending Transaction area, users are
provided the capability to track and view their transactions while they are being
processed, i.e., from the time of initial entry until the transaction is posted to Treasury’s
Central Accounting System (STAR). When the transaction is posted to STAR, the Fund
Balance with Treasury will be update to reflect the transaction.
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Prior to entering the Pending Transaction area, you must complete the FMS ESSAS form
that is available for download from the GOALS II Website
http://fms.treas.gov/goals/aboutgoalsii.html). Pending Transactions is available for all
GWA applications. The roles that can be selected are described below:

Agency Preparer — This role allows the user to enter a new Non-Expenditure Transfer
SF-1151 request specific to the requested application(s), edit a request that has not been
submitted to their certifying officer, monitor the status of requests that they have
completed and to respond to rejections of submitted requests.

Agency All — This user role has been defined for those agencies that have limited
resources available to separate the duties of both entering and certifying a Non-
Expenditure Transfer SF-1151 request. Approval of the request for this role for the
GWA BPD NET and GWA BPD Reverse NET applications is contingent upon the
requestor having a current signature card on file at the Bureau of the Public Debt for
credit reform accounts.

Agency Certifier — This role allows the user to certify a Non-Expenditure Transfer SF-
1151 request that has been completed by an Agency Preparer within their organization,
and to monitor the status of requests that they have certified. Approval of the request for



this role for the GWA BPD NET and GWA BPD Reverse NET applications is contingent
upon the requestor having a current signature card on file at the Bureau of the Public
Debt for credit reform accounts.

Agency Reviewer — This user role allows the participant to monitor the status or view a
Non-Expenditure Transfer SF-1151 request after certification by an Agency Certifier
within their organization.
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When a user enters the GWA Homepage, the total number of Pending Transactions along
with the number of Pending Transactions requiring action by the user will be displayed.
A Pending Transaction is a transaction that has been initiated by a user and has not yet
been posted successfully to Treasury’s Central Accounting System (STAR).

Transactions will have different STATUSES as they progress from initiation to being
Posted. Below is a list and description of the STATUSES a transaction can have:

o Agency Certified A transaction was 1) entered by an agency preparer and has been
certified by an agency certifier or 2) entered by a user defined as Agency All. The
transaction is awaiting action by the Bureau of Public Dept (if transaction is a
Borrowing transaction) or the Financial Management Service (if transaction is a
regular SF 1151 transaction)

e Agency Rejected - The transaction was entered by an agency preparer and has been
rejected by an agency certifier and is awaiting action by the agency preparer

e BPD Approved - The transaction was entered by an agency preparer or agency all
and has been approved by the Bureau of Public Debt.



BPD Certified - The transaction was entered by the Bureau of Public Debt on behalf
of an agency and must be approved by a Bureau of Public Debt approver.

BPD Rejected - The transaction was entered by an agency preparer, agency all or
BPD preparer and has been rejected by the Bureau of Public Debt approver and is

awaiting action by the agency preparer, agency all or BPD preparer

Finished - The transaction has been completed by a preparer and is awaiting action
by the agency certifier.

FMS Approved — The transaction has been approved by FMS but must be approved
by FMS publications prior to posting.

FMS Certified — The transaction has been certified by the FMS analyst and is
awaiting action by the FMS supervisor.

FMS Rejected — The transaction has been rejected by the FMS analyst or the FMS
supervisor and has been returned to the preparer for action.

New - The transaction is in the process of being created
Star Interface - The transaction has been approved for transmission to STAR
Pending Reversal — The transaction is in the process of being reversed.

Posted — The transaction has been posted to Treasury’s Central Accounting System
(STAR)

Publications Rejected — The transaction has been rejected by the FMS publication
supervisor and has been returned to the preparer for action.

Reversed — The transaction has been reversed

Saved - The transaction has been entered and saved by the user for completion at a
later time

STAR Rejected - The transaction has been rejected by STAR and is awaiting action
of the preparer
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e To view all pending transactions, click on Pending Transactions with the left
mouse button.
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Select a Pending Transaction from the list or enter one or more properties to filter by:
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The Pending Transactions page will be displayed with filter and download features at the
top portion of the screen.
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The lower part of the screen displays all pending transactions for all applications that the

user is authorized to view or update. A transaction with a radio button in the Select

column will be available to the user to update. The user can only view a transaction that

does not contain a radio button.

The list will contain up to 15 transactions. Ifthere are more than 15 pending transactions,

a link, Next 15 Transactions ->, will be displayed.

e To view the next 15 transactions, click on Next 15 Transactions ->.
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The next set of transactions are displayed.

e To view the next 15 transactions, click on Next 15 Transactions ->.

e To return to the transactions on the previous page, click on
<- Previous 15 Transactions.
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Select a Pending Transaction from the list or enter one or more properties to filter by:
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Filtering Transactions
Filter Transactions by Transaction Type
To filter the list of pending transactions,

e (lick on the drop down Arrow next to the Transaction Type box with the left mouse
button.
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e Next, click on the Transaction Type that you want to filter by with the left mouse
button.

Note: The Transaction Type is displayed with the transactions in the Pending List.
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Click on the Submit button with the left mouse button.
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Select a Pending Transaction from the list or enter one or more properties to filker by :

Transaction Type: Credit Reform Borrowing Status: - Requires Action: -
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The Pending Transaction list will be displayed containing transactions meeting the filter

criteria.
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Select a Pending Transaction from the list or enter one or more proparties to filter by ;
Transaction Typs::| Credit Reform Borrowing = Statu; - * : Action: -
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Filter Transactions by Status
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To filter the list of pending transactions, click on the drop down Arrow next to the
Status box with the left mouse button.
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Pending Transactions

Select & Pending Transaction from the list or enter one or more properties to fiter by
Transaction Typ: Geedit Reform Barrowing 3 Status: “ Requires Action 7
Dept Reg: = Account: 3
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Susan Markland ...

Next click on the Status that you want to filter by with the left mouse button.

Note: The Current Status is displayed with the transactions in the Pending List
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Select a Pending Transaction from the list or enter one or more properties to filker by:

- nran (85)

Transaction Type:! Credit Reform Borrowing - Status: [FRIEREE « Requires Action: -
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Click on Submit with the left mouse button.




GOVERNMENTWIDE
ACCOUNTING B REPORTING

Modernization

Qs - © - ¥

A g el L sty S NET S W APEnangTT ans. i

2) €| O sewen

Pavorites @ Meca ) [0 7]

GWA Training Guide

E

Pending Transactions

Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filter by
Transaction Type:| Credit Reform Borrawing ~ Status: FINISHED s Action: e
Dept Reg:  « Account: v Legal Authority: 3
T L ciear ] [ serresn ]

v ’ i st by Sriother uter Duwedosd Options: 1) Tme ] o4 8] pee
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The Pending Transaction list will be displayed containing transactions meeting the filter

criteria.
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Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filker by:

Transaction Type: Credit Reform Borrowing ~ Status: - Requires Action:
Dept Reg: - Account: - Lagal Authority: :l:)s -
L subee ] T L reire
[ vedare ] W = tranaction checked cut By ancther user Dowerboud Optione: 8] 1et ) ma 8] gn
Select .?:::::Ir Account oo Date Purim-ll ‘.mu Legal Authority Ag:r:v
DEZC.. 9% Finished 1‘3‘::65‘32“2“ 042002 u":;::u“::::“ B00.00 ;ﬁ%‘%}; ABC123
pcer| ) | Eavad N BRESECEEN I aaznnz i (EEd RSO 600.00 ;;%ija:?ﬁ;m ABC123
GOAB... 11()3151}22 Finishad 1ﬁig‘:§?sofu 032002 °$:=omf'" 300,00 ;:eunigﬁ%,g:';” ABC123
GG Ry, Pnihed  ZVEOR  oaoor gt feerm 1000 e Crede
2e4a 95 iones WIB/2002 punnn.  Credit Reform inan | WRCSSUCN #

I i Local et

b ranng_agency.. | B Merosoft Power... - Snagity32 Capt...

Filter Transactions by Requires Action

A transaction requiring action by the user will have a radio button in the Select column.
A transaction that does not contain a radio button in the select column does not require
action by the user.

To filter the list of pending transactions,

¢ Click on the drop down Arrow next to the Requires Action box with the left mouse
button.
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Transaction Type: Cradit Relorm Borrewing « Status: L Requires Action:
Dept Reg: - Account: - Legal Authority; -
T TR ECTITE
e Detstare ¥ ¥ = vrarnction chacked ot by anather user [N T T
Control ) Agency
Select o mber ACOURE  opbis Date Period Type Legal Authority "o o'y
2 USC 661(d) -
Credit Reform
- pEc. 9% fnishea  M/26/2002 042002 600.00  Federal Credit  ABC123
114122 10:45:14 AM Baorrowing Refonm Act of 1990
2 USC 661(d) -
8 95) Af26/2002 Cradit Reform
o oo, 8 Saved fasy. 042002 600,00 Foderal Credit  ABC123
11%4122 10:41:14 AR Boro Reform Act of 1990
2 USC 661(d) -
(95) 4/25/2002 Credit Reform
& GOAR..., Finished L 032002 300.00  Federal Credit  ABC123
11%4122 11:12:26 AM Borrowing Reform Act of 1
2 USE 661(d) -
5 (95) 242002 Credit Reform _
UMAC  yy3a15 FiNished o406 aM 102001 Borrowing 10:00 |- Eademlichea
| (99)  cuiess WA8/2002  pannne  Credit Reform e B -
£ i Local niranmt
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oft Internet Explerer

Fle Edt Veew Favortes Took Hep

B D sewcn rFavontes @Meda € (3 0L B - A3

S ET AW APerang Tr T g ~ oo H

Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filter by:

Next, click on Yes (transaction(s) will have a radio button and require user action) or
No (transaction(s) will not have a radio button and do not require user action).
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Pending Transactions

Salect a Pending Transaction from the list or enter one or more properties to lilbes by
Transaction Type: Cradit Reform Borrawing Status: -
Dept Reg: Account: 4 Legal Authority:

Requires Action:

48] http-/igwasgl Ligaty sn/NET W AP ending Trans. asp

T ¥ = transaction checked ot by i Dowiod Optiena: (] 1e:t () e 8 g
Select "c::::II Account csutr:;::‘ Date Period o Type A t Legal Authority I::r":y
- pErc., (99 Fnished 2002002 43002 c-g:m:;n 500,00 mi?ﬂ::ﬁ:ﬁ;;o ABC123
O econ. (O, see  WAYANR,  omocr Ot e c0000 “redert et nscazs
- oomn. O3, mnened (YIYEOR oaonn  Crgdtfeiorm 20000 et Credit  ABc123
T I X W
o (95) s A18/2002 nannne Credit Reform n SUsEEn “

W Local ntraret

Click on the Submit button with the left mouse button.
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Pending Transactions

Select a Pending Transaction from the list or enter one or mone properties to Glber by:
Transaction Type:| Gradit Ralem Borrowing ~ Status: - Requires Action: YES «
Dept Reg: « Account: - Legal Authority: -
L submn ] L ceer L retresn_J
TR Vot Downloed Optier: (B 1ot ) o ) e
Control Current bmissi Tr A t Agency
Select | mber ACTOUNt i obus Date Period Type Legal Authority  “oogy

: : (95) af26/2002
O QCOF.  ixaizz  Soved

10:41:14 AM

oazoop  Credit Reform

2 USC 661(d) -
Borrowing I

ederal Credit ABC123
Reform Act of 1990

600.00

&1 o Local ntranet
77 start [ .. swnmaiing. [T]eages cust.

£ Perding Trama 1+ SagIN/32 I, L3 < EIRET

The Pending Transaction list will be displayed containing transactions meeting the filter

criteria.

Note: the available radio button denotes the transactions that require action by the user.
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Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filter by:

Transaction Type: Cradit Relorm Borrewing « Status: FINISHED Requires Action: b
Dept Reg: = Account: - Legal Authority; -
H L subee ] T L eirest ]
[F sction checked cut by anather user Dowerdoad Optione: ) Tet 5 A M) e
Select CONToL Account T Ln;inl p-rim; 'r'p-. Legal e
- pEG. Gy, Finished lg:gigufu Cae “'?'i;ﬂu"ﬁ;'" S00.00 M:Z%C"E%,%;;D QECLIZ
- soan. O9) Pnished /235005 | oz2cz | CEON Reform 300,00 ;ﬁ.ﬁjﬁ;ﬂ ABC123
s O, b YEMO soscon  Ciglt fefom 1000 el cre -
i G, rwened  JISZO oiooy gt felom 1000 “reders ot -
£ i Local nirarmt -

< Snagit/3z Capt...

Filter Transactions by Department Regular (Dept Reg)

To filter the list of pending transactions, click on the drop down Arrow next to the Dept
Reg box with the left mouse button.
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Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filker by:

Transaction Type: Credit Reform Borrowing « Status: FIMSHED « Requires Action: -
Dept Reg: Account: 3 Legal Authority: 3
[ suomn ] L ciear ] [ eirean ]

: v t anot Dowertead Options: 8] Ten ) a8 s
Select (ONTS, Account QUient Subgies A Legal Authority “S05¥
- DEG.. 0, Finished  fAO/A00Z  oazpoz  Crpdit Refdrm 600.00 ;F%rﬁi%;;n ABC123
- eonp. 99 mnished  P23/2002  g3z002 Q?";:m':;“ 300.00 R::?iﬁ:ﬁ:ﬁ;_w ABC123

- aac. 08 Fnishea JMZWEOCL 102001 0?.215.,“\.‘2'.?",'“ 10.00 n;f;:?r:i?:;gj;;o -

- zEwa. 99 Finished  GNBIZN02 042001 aﬁm’:;'" 10.00 R:ﬂ;::jfri:c:fgj;;o -

S Local ntraret

e Next click on the Dept Reg that you want to filter by with the left mouse button.
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Pending Transactions

Select a Pe ng Transaction from the list or enter one or more properties to filtes by :
Transaction Typa: Cradit Relorm Borrowing « Status: FINISHED « Requires Action -
Dept Reg: 11« Account: “ Legal Authority: 3
m T [ ot

W = transaction checked out by another user Dowedned Optienst (01 8 on 90 puce

Control Current bmissi Tr A B Agency

Select \ mber ASTOUNE  giibyg Date Period Type Legsl Authority  “g gy’

= 2 USC 661(d) -
- omc. O, Anished E020%,  oa2002 B.,:fwi.,.“;"' 60000  Federal Credit  ABC123

Reform Act of 1990

2 USC 661(d) -
- e0AR.. 99 Finighed | /25/2002 Deznoz g Cr=ciikeloom 300,00  Federal Credit  ABC123

11Xa122 11:12:26 AM Borrowing Reform Act of 1990
Camc. O, reehed  JZUZ0%0 icacor  Crgdtmelerm 1000 oG -
C o D, rmes MISE002 ogoor  Cradh tutom N

48] http-/igwasgl Ligaty sn/NET W AP ending Trans. asp iy Local ntranet -

e (Click on the Submit button with the left mouse button
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Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filter by
Transaction Type:| Credit Reform Borrawing ~ Status: FINISHED Requires Action: -
Dept Reg: 11+ Account: v Legal Authority: 3
T L ciear ] [ serresn ]

¥ = transaction checked out by another user Dowednsd Optione: (1) Tes (8] o4 8] peel
Select :::'“E:_ Account ‘;‘;r.';:': s"b::“.l::‘m M:ﬁzﬂ"’ Tr-:;a:.u o, Amount Legal Authority A::'n;y
- DFIC... 11&945_:22 Finished 1‘;{%@{3:":“ 042002 cﬁm’:ﬂw 600,00 R:;:z:}?;ztsc:ﬁ;-m ABC123
. 60AB.. 1&945;22 Finlshed 1‘;‘:2{%203“ 032002 Cgm’:ﬂ"m 200.00 R:{:'&':?.;Z: c:ﬁ;-go ABC123

- A (%9 Fnshed  GWZWE002Z | 49500, | Credit Raform 10.00 MTF‘?:}EE: c‘l:%;;u -

- zEae @, Amshed  JOETIW  od001 OO 1000 mjﬁeﬁcz?%;;u )

o Lol rrarme

The Pending Transaction list will be displayed containing transactions meeting filter

criteria.
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Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filker by:

Transaction Type: - Status: ~ Requires Action: -
Dept Reg: - Account: Legal Authority 3
- e

L vodare ] T T —— Dowrdosd Optione: Etes B e ) pue
Control Current bmissi i T i 5 Agency

Select | ber ATTOUNE o tus Date Pariod Type Amount Legal Authority Ref #

2 USC 661(d) -
95) 4f26/2002 Credit Reform
L] OC9F, { Saved it 042002 G00.00 Federal Credit ABC123
11X4122 10:41:14 AM Borrowing Reform Act of 1990

21 % Local ntranet
e

74 start | - smnmekend . | [Fodgets osto. Ay renang Trama,. | ) ranng_agency... | [ Merosoft Power... | (- Snagit/32 Capt.. & 1 aoaam

Filter Transactions by Account

26

To filter the list of pending transactions, click on the drop down Arrow next to the

Account box with the left mouse button. Accounts from the list of pending
transactions will be displayed.
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Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filter by:

Transaction Type: r v Action: =
Dapt Reg:| = Account; - Legal Authority; -
[
T T

s v p— T T
Control Current i i il Tr i Agency

Select pumber ACCOUNt  Srarus Date Period Type Legal Authority  “g 4

2 USC 661(d) -
(95) 4f26/2002 Crodit Reform
O DCOF.  yyxgizz 59 10rari1aAM 042002 Barrowing 600.00 mﬂ:'ﬂ:r;l:tn'&dd ;;90 ABC123

o Local ntranet

Next, click on the Account that you want to filter by with the left mouse button.
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Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filber by:
Transaction Type: 3 Status: - Requires Action 3

Dept Reg: o« Legal Authority: "

L fetresh ]
L vedae ] # = transaction checked out by ancther uss Uowmiod Optiens: 8] Tet (6] 0 ] ps
Control Current b missi (-] T i Agency
Select pumber A9CUNt Sraus Date Pariod Type Legal Authority gy
2 USC 661(d) -
(95) Af26/2002 Cradit Reform
. DCOF,.. Saved i 042002 B00.00  Federal Credit ABC123
11X4122 1004114 AM Borrawing Raform Act of 1990
T

] wTrans.ag & Local nfranet

Click on the Submit button with the left mouse button
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Pending Transactions
Select a Pending Transaction from the list or enter one or more properties to filber by:
Transaction Typa: L Status: 4 Requires Action: -
Dept Reg: Account:|(a5)11%4122 ~ Legal Authority: -
[ b ] T L eoteen
T ¥ = wanaaction chacked out by Doweinad Optiena: (1t 8 e H) fucs
Control Current Tr A B Agency
Select |\ mber ACTOUNt o tus Date Period Type Legal Authority  “oogy
2 USC G61(d) -
(95) A 26,2002 Credit Reform
DF7C... 11X4122 Finished 200 e a AN 042002 Borrowing 600,00 Re;mc‘:?ﬂ;;go ABC123
2 USC 661(d) -
(95) 4f26/2002 Credit Reform
QC9F.  11e122  SOvRd jgiagiiqam 042002 Barrowing A e el | )
2 USC G61(d) -
(95) Af25/2002 Credit Reform
BOAB... yyy412p FINBhed 40055056 AM 032002 Borrowing 200.00 mgmﬂ;” ABC123
2 USC 661(d) -
(95) Af24/2002 Credit Reform _
MACe yyxaize TN gatge Am 102001 Borrowing ) e e
e (95)  cimen W1B/2002  ninnn,  Credit Reform vl v
iy Local ntraret

The Pending Transaction list will be displayed containing transactions meeting the filter

criteria.
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Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filter by :

Transaction Type: Cred Refosm Bomowing = Status: -

Requires Actlon: YES «

Dept Reg: - Account: - Legal Authority

- ciear ] 2 USC 661(d) - Federal Credit Refarm Act of 1990

e P Swae o Wi s o
Cantrol Current i T i Agency
Select umber  ACEOUNE Crapug Date Period Type Coerd Ref #
2 USC s61(d) -
' (95) 4/26/2002 Credit Reform
O Q9. yyxa132  SAVed  jgiariiaam 042002 Borrowing S0 el el [aRsi
-

) Local ntranet
11 start S Matlnd .. | [ Gaons QAo DFenaraTraes |G veregsgency.. | BB Merosoft Powsr... | (- 5 4{‘# 8:00 24

—_

Filter Transactions by Legal Authority

e To filter the list of pending transactions, click on the drop down Arrow next to the
Legal Authority box with the left mouse button.
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saction from the list or enter one or more properties to filber by
Transaction Type: Cradit Relorm Borrowing = Status: b Requires Action: YES =
Dept Reg:  « Account: - Legal Authority: -
[ b ] T

R U i ] ¥ = tranaaction checked out by Bus W) e
Control Current bmissi Tr A B Agency

Select | mber ACTOUNt o4 otus Date Period Type Legal Authority  “oogy

2 USC G61(d) -
) : (95) 4f26/2002 Credit Reform
e OC8F.  gyyarzz SO jpiani14 AM (EREEEE Borrowing HEEED m;mcﬂ;m LR
T

21 % Local ntranet

e Next, click on the Legal Authority that you want to filter by with the left mouse
button.
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Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filber by:

Transaction Type: Credit Reform Borrowing = Skatus: - Requires Action: YES =
Dapt Reg ! - Account: - Legal Authority : EEVERIT IR redit Reform Aot of 1960 183
AT L clear ] L fetresh ]
[ veise ] W = tearaction eheckid out by Downtosd options: B 12t (#] e ] ps
Control Current bmissi L] T i Agency
Select pumber A9CUNt Sraus Date Pariod Type Legal Authority  “popy
2 USC 661(d) -
I Af26/2002 Credit Reform
& DGSE., Saved Aot 042002 600.00  Federal Credit  ABC123
11X4122 1004114 AM Borrawing Raform Act of 19
T

e Click on the Submit button with the left mouse button.
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Pending Transactions

Select a Pending Transaction from the lisk or enter one or more properties to filker by:

Transaction Tyg

redit Feform Borrowing ~ Status: -

Requires Action: YES «
Dept Reg: -

Account: - Legal Autherity: 2 USC 661{d) - Federal Cradit Reform Act of 1990
T T [ eeiren ]
e P PRSP~ P P
Control Current T i . Agency
Select umber  ACEOUNE Crapug Date Period Type Lagal Ref #
2 USC s61(d) -
' (95) af26/2002 Credit Reform
o ocor. 008 saved /212007, 042002 e 600.00 Federal Credlt  ABC123
L veiae ]

&5 Local ritranet

The Pending Transaction list will be displayed containing transactions meeting the filter
criteria.
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Pending Transactions

48] http-/igwasgl Ligaty sn/NET W AP ending Trans. asp

Select a Pending Transaction fram the list or enter one or more properties to filber by :
Transaction Type: Cradit Reform Borrowing h Status: SAVED e Requires Actlon: YES =
Dexpt Resg: 11 = Account: (95)11¥4122 ~ Legal Authority | EYTE pdit Feform Act of 1990 B3
qw L ceer L retrmi
L vodae ] ¥ = wandaction checkad out by 2 Dovwmiond Optiene: (01mz (B8 8] e
Control bmissi T Agency
Select ey Aftount o Date Period Type Amount Legal Authority "ol
- - 2 USC 661(d) -
" (95) 2002 Cradit Reform Federal Credit
DEFC.  yyyaqgp FNished 450034 aM 0a2002 Borrowing 600.00  poform Actof  ABC123
1990
- . 2 USC 661(d) -
[95) A4f26/2002 Cradit Reform Federal Credit
L QL. 11X4122 Saved 10:41:14 AM 082002 rrowing 600.00  peform Act of ABC123
1990
2 USC 661(d) -
Repayment:
- aps. (B9 Finished M25p2002 - pazooz Credit Reform con.oo  federal Credit 08
U Borrowling 1990
2 USC 661(d) -
oo | G o] ormrem | g | SEREEIE e Federal Credit o yon | v

W Local ntraret

Various combinations of the filters can be used to obtain a desired result.
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Fir Bt Vww Favortes Tool  Help ar
Q) Back - w] @ €0 Osewch rravorees @Meds & 3 in B - a3
8] gy Ligwatran NETGWAPendng Trans. asp - Boo =

Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filter by:

Transaction Type: Credit Reform Borrowing ~ Status: SAVED « Requires Action: YES «
Dept Reg: 11« Account: [@BEpIX4122 ~ Legal Authority: 2 USC 661(d) - Federal Credit Reform Act of 1900 ~
Lot ] L ciser ] L rereen ]

TR ¥ = transaction checked out by another user Dowioed opticee: ) 1ext (] 8] gl
Control Current T 5 Agency

Select yumber AUt giatus Date Pariod Type Lepal Authority  “g s 'y

2 USC 661(d) -
a5) 4f26/2002 Credit Reform
O OCOF... ¢ Saved g 042002 600.00 Feleral Credit ABC123
11X4122 10:41:14 AM Borrawing jorm Act of 1990

£ % Local ntranet

After submitting the request, the Pending Transaction list will be displayed containing
transactions meeting the filter criteria.
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Pl Bar Vew Faeorfes  Took  Hep
Qeak - ®] (2] fh Dsewch rravorts @beeds € 3¢ L B - & 8
] bt Ligwatr s T G AR e Trars. sp hall - 1]
Pending Transactions
Select a Pending Transaction from the list or enter one or more properties to ke by:
Transaction Type: - Status: - Requires Action: -
Dept Reg:  « Account - Legal Authority: -
[ b ] T L eoteen
SEETTTER P e Ty
]
Select SONEOl ooount & ul Amount Legal Authority Agency
Sect Number ATECY Status Date Period Type AL ] i Ref #
. 2 USC 661(d) -
(95) Af26/2002 Credit Reform Federal Credit
DEZCis  yixqizz FiMEhed  joasiiaan 042002 Borrowing 600.00  poform Actof ~ MBC123
1990
. 2 USC 661(d) -
(95) A/ 26/2002 Credit Reform Federal Credit
c QC9F... 11X4122 Saved 10:41:14 AM (o Barrowing 60000 peform Act of ABC123
1990
2 USC 6610d) -
Repayment:
(85) 4/25/2002 Federal Credit
aABE., 0, Fnished  HES oM 042002 Credit Reform 600.00 o actof | ABC123
Barrowing
1990
R 2 USC 6610d) -
- nras (85) Fintnbnd 4/25/2002 nannns rmd»’;-amn?n"-sw ann nn  Federal Credit anrann |7
4] http: g W AT wTL W T, aap PO Type it =GLegaliLth =50k iy Local ntraret

73 start wn S Mrkang .. | [*] @agers Custo..

[.2) raning_sgency..

[ B Mcrosoft Power...

B Pervirg Tranea

1+ Snag32 Capt..

L3 < ERERER

Download Pending Transactions

The Three download options are displayed under the filter section, to the right of the
screen. This feature will allow the user to download the detail transactions for all

transaction appearing in the pending list.

Note: All detail transaction for the transaction contained in the list will be downloaded.

To refine the transactions to be downloaded, use the filtering capability.

Downloading GWA Text Reports

36

First, Click on the Text file format with the left mouse button
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> O - (M @B € Osewch rravomes @reas @ B LEEL) 2 B
Akt | 4] Wt figowanscl ity i NET S ACower L e s s L T sgahth=ED _tereret (v E3G0 Leks ™
Pending Transactions for user: BNTAPDOL
Control Number GHA Zet GHA State Type Debit- Amcunt ar
Conteol Record Code Credit
Humber Hunber Flag

DFICEASS = 0EAC 473C-9030-AE z24 g HIaH 00.00 [t
DFTCFASS - IEAC- 4730- 003 [T, ledldpo - o0 21
OC9FBCZE-8890- 4A30-AZ0) = 0.00 %]
OCIFBCZE-BE90- 4A30-A20F Savoin | L My Documants ~ @@ o.00 2(
AABBFZ01-1B3F-4663-R99 0.00 f
ARBEE201-183F-4663-B99T) Jgge - 0.00 2(

P - 4zDe- Core User Fe . i
PRI n T i S o.e ‘

o o Dacumants oMy s N -
GOABDEBG-BZA4- 4DES-AGDD) Aty Msic 0.00 4]
EOABDEBG-82A4- ADES-AGD0) a Sty Prenres 0.00 2
E4ABIGAB-000B-4617-861, Dastaop My Recetved Fles 0.00 (f
E4ABSEAS-0006- 4617-8617) 5 gwa_tn_er 0.00 2t
41ACTED3-855T-44E9-B5EH .00 1
41ACTBDI-855T- 44E9-BS A _'_/ .00 2(
TE14TEBB-39ED- 45F9-ATB5| | 1, Documeers .00 &
TE147TEBE-39ED- 45F5-AFES) o0 2(
My Comprtie
My Hawark
Fincos Filis nome: TN L Sove N
Save as hpe: Tast File 1) -
Encodng Werstuer, European dWinderws)y -
< s
i Local ntranes

ssansukia, | [2)Gdgers Qs | ThPendng Tran.,

A separate browser window will appear

Select File - Save As from your browser menu
Verify or enter a file name

Select the Directory where you want to save the file
Select Save

The detail transactions are now downloaded to your computer in the text format
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Pending Transactions

Adchoss | il hip: figwasglL oL 0L egan v | E) 6o Lrks
pending Transactions for user: BNTAPO01
Control Number GUA Set GUA State Type Debit-
Control Record Code Credit
Humber Humber Flag

DFTCFASS-0ERC-473C-9030-AE1IFZ2FSAZ46 1104 1 FINISHED
DFTCEASS-0EAC-473C-9030-AEIF22F5AZ246 1104 2 FINISHED
OCOFBCZE-BB90-4A3D-AZ0F-336140A0C12C 1103 1 SAVED

OCHFBCZE-8890- AA3D-AZ0F-236140A8C12C 1103 z SRVED
AABBF201-183F-4683-B990-0A5915910618 1100 1 FINISHED
AABEF201-183F-4683-B990D-0A5915910618 1100 z FINISHED

1 ST 1099 1 FINISHED

o7 AD-03E3-4200-RA95 1099 z FINISHED
GOABDERG-8ZA4- 4DES-AGD0-DIDIIBZIGORT 1098 1 FINISHED

5 1D 36089 1098 2 FINISHED

E4AARSEAB-0008-4617-861A-984222A9A468 1097 1 SAVED
E4ABSEAE-0008-4617-861A-984222A0A468 1097 z SAVED
41ACTED3-8557-44E9-B586-FE4T453C2038 1096 1 FINISHED
41ACTRD3I-8557-44E9-B586-FE4T453C3038 1096 2 FINISHED
TE147TEBE-39ED-45F9-AFE5-E06E92DFDOGF 1068 1 FINISHED
TE14TEBE-3I9ED-45F9-AFB5-E06892DFDOGF 1068 2 FINISHED

After saving the information, Close the window by clicking on the X in the top right

corner or select File - Close from your browser menu
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A pending Tran soft Internet Explorer

Fle Bt View FPavorites Took Hep
Qeack - 3 - (&) [A) € Osewcn frravortes @meds € 3 5 -l A8
8] it ffgwandd Ligwatr snyhET AGW APendngTrans. asp | Beo il

Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filter by:

Transaction |}‘m: - Status: - RI"I[IHIT‘!: Action: -
Dot Risg: o« Account: - Legal Authority : -
@I T [ eerresn ]
TR ¥ & transaction chach Jtner use Dowrioad optionss 1 Tut () e ) pes
' el
Contrel Current issi A ing Tr i A b 5 Agency
Select . mber ACCOUNt o tus Date Period Type Legal Authority "¢y
. w 2 Usc 5.61(11) -
) (95) 26/2002 Eredit Reform Federal Credit
DE2C.. | jyxa1pz FMiehed y5igsiiqan 042002 Borrowing 600.00  peform Actof ~ ABC123
1990
2 USC 661(d) -
(95) Af26/2002 Credit Reform Facheral Credit
O | 0CPR. ijvaizz SOV®d gpiasiiaawm 042002 Borrowing 600.00 o Setof | ABCIZE
1990
2 USC 661(d) -
Repaymeant
) (85) Af25/2002 Federal Credit
AABS... |, S°00 . (Finished  JYRoMe om 042002 Cr:glt Rei:grrn 600.00 L Actof | ABC123
L] 1990
2 USC 661(d) -
I 60 | ornen | @PHED | popm | SRR annna Federal Credit g pinn | v
il a SEWAD WL oaer ASpTOLType =XMLBTType nk=8Lega PR ey =Gats g S Local ntranat

Downloading GWA XML Reports

e First, Click on the XML file format with the left mouse button
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2 hupitigwargll igwatrain/NET/GWADownLoadP endingTans, sipTDLType=XMLETxnType=ERaquAction=BAccount= - Micrasoft Internet Explorer
> O - [N D @ Osewen drrmors G @ S LH A S
ew | il g LWL A IO Ty =ML Ty b e ~ s ks ™
- “transaction List =
- i - DEAC-473C-9030-A .
“gwaSet controlHum="1104" /=
<gwaRec nur o
<stateTypeCd = FINISHED < fstate Typecd =
<debitCroditFlag />
<amount >600.00< amount:
<starTas>(95)11X4122~
<gwaAccount Humbsn
<gtarReferencelumi =
tePosting /> Soven |60 [N =l oo
counting Prd 042
" e
AnsactionT ypeCodd O oo s
ency Reference Hu MyRacom S
teTransaction>04]  Documests Sy seocks
<clateTimae Recorded | cinty M
< Year = 2002 /1 My Prctures
Dahtop acetvesd
<dateEffective>10/0f e
<legalCitation >2 USg = epacier v
<creditReflomm Flag =C|
<dateTimelastUpdate] M Dooumants
<lastUpdateUserid > B)
<supplementalinfo= N il
CohortYear1=200| M Compuor
< fransaction = ~
- <transaction control Hul <)
<gwaSet controllum |y rews
<gwa Rec number="2| Fiacas
“stateTypoCd > FINIS File nama [awiDownLosaFendmgTams =l o |
<debitCreditFlag />
<amount >600.00< | Seve a8 hpa [saFans oy =] ; Cancel
<gtarTass
“gwaAccountNumbser f=
<starReferencelumber /=
tePosting /=
<aco 9 Jaccol ) -
. : P e e .
4] oore 8 Local ntranet
r e &P asimm

A separate browser window will appear

Select File - Save As from your browser menu
Select the Directory where you want to save the file
Verify or enter a file name

Select Save

The detail transactions are now downloaded to your computer in the XML format
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Fle Edt View Favontes Todks  Hep
o O ¥ B €| POseach Frravornss @rem @ B G L) S B
Ak e Do, P POL Ty m X MUE ¥ A coourt=BlegalisheiDuaptiegeasts v | B G0 Lrks ™
- <transactionList>
Pendin = <transaction controlMum ="DF7CFAS5-0EAC-473C-9030-AELF22FSA246"
<gwaSet controlNum ="1104" /=
<gwaRec number="1" f>
Salactn ateTypeCd > FINISHED< fstateTypecd >
<dabitCroditFlag >
Fran <amount >600.00< /amount >
<starTas=(95)LAXAL22 < fatarTos >
“gwatccountiumbes = 2836 < fgwaAcoount Humber > ~
<starReferanceNumbar />
<datePosting
- q -/ >
<transactionTypeCode = CRB< /transaction Ty peCode =
T ey ReferenceNumber = ABC123 < fagency ReferenceNumber = tus
<dateTransaction =04/ 26 /2002 < /dateTransaction >
<dateTimeRecorded >2002-04-26 10:45:13< fdateTimeRecorded > —
Select <flscalYear > 2002 ffiscal Year = ‘:V
“dateEllective =10/01/ 2001 < fdateElfective =
“legalCitation =2 USC 661(d) - Federal Credit Reform Act of 1990 </legalCitation =
- <creditReform Flag =€ < fereditRelonm Flag > 23
<dateTimelastUpdated > 2002-04-26 10:45:25< /dateTimelastUpdated >
<lastUpdatelserid >BNTAPOO 1< flastUpdatelserid >
< 1= ity 09/30/ =600.00;
o CohortYearl=2001; 1=5.125< = 23
ransaction >
- saction controlNum ="DF7CFAS5-0EAC-473C-9030-AELF22F5A246" >
waSet controlNum ="1104" /=
waRes pumber="2" /=
. ateTypeCd > FINISHED< fstate TypeCd = 23
<debitCreditFlag /=
“amount>600.00< /amount > -
- £ # am |
] Done W Local intranet

After saving the information, close the window by clicking on the X in the top right

corner or select File - Close from your browser menu
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ficrosoft inte [ (=]:]
Fle Bt Vew  Pavorites Took e 3
ek - - [x] @] € Osewch Slrrmons @meds @ 3-00 B - ) S B
] et g s L sty ey T SV AP T sip « Eoo =
Pending Transactions
Select a Pending Transaction fram the list or enter one or more properties to filter by
Transaction Type: - Status: - Requires Action: -
Dept Reg: Account: - Legal Authority: -
L submn ] L ceer L retrmi
T ¥ = teanasction checkad out by snother waer Bowslos optiena: (B 1zt () o “1L-.%E|
Control bmissi. T Agency
Select o e Afcount o o Date Period Type Amount Legal Authority "ol
- 2 USC 661(d) -
- (95) Af 262002 Credit Reform Federal Credit
DEFCi  yixa127 "Nished  jgiGsiiaam 042002 Borrowing 600.00  poform Actof  ABC123
1990
- . 2 USC 661(d) -
(a5) 4f26/2002 Credit Reform Federal Credit
i QL. 11X4122 e 10:41:14 AM (o Barrowing 60000 peform Act of ABC123
1990
2 USC 661(d) -
3
_ (85) A2 5/2002 Rapayman Federal Credit
AABS., 11%4122 Finished 318:01 PM 042002 l:r::lt Reform 600.00  bornrm Act of ABC123
rrowlng
1990
2 USC 661(d) -
oo | G o] ormremn | g | SERIHIE annnn  Federal Credit oo |
W AT wTL W TS, asp 700 S Local ntraret

Downloading GWA CSV Reports to Excel

e First, Select the Excel file format from the application screen.
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Fle Edt ‘View Favorites Tools Help EP

cBack © a‘) Etj @ @ pSearCh *‘Favontes Q‘Med\a @ 8' & © D ‘}/% 4}3

Add -
ress | & 7 http:#/gwasqll fgwatrain/NET/GWADownLoadPendingTxns. asp?DLType=Excel& TxnType=E&tReqsAction=&Accoun - Microsoft Intern... | |
File Edit Wiew Favorites Help "

QBack 1‘) Et] @ @ pSearch *Favont&s @ Meda &) 8- ti_"\p = D J% pr 8

Address | 1

Tools

»

fgwatrain/NET/GWADownLoadPendingTxns. aspPOL Type=Excel& TxrType=&ReqsAction=RAccount=&LegalAuth=RDeptReg=fgwa_btm_listxls ‘ Go  Links

Pen

Select a

Tran

File Download

‘.I ) You are downloading the file: v

gwa_ten_list.xls from gwasgll

Would you like to open the file or save itto your computer?

m Cpen ] [ Sa\fa [ Cancel J [ More Info Exoel

[¥] Alwaiys ask before opening this type of file L
ncy
Select

#

o 123

Q 123

o 123

o

a & Start downloading fram site: http:/fgwasql1/gwatrain/MNET /GWADownLoadPendingTxns.aspTOL Type =ExcelTxrType=8ReqsActior | | Urknown Zone

A File Download dialogue box will appear

e Select File - Save from the dialogue box.
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2 Pending Transactions - Microsoft Internet Explorer

Boock - © - (B [ €| Poowen Fermerms @ @[3~ 5 B - & B
] B o s L et S T G e Trans. aip - oo ks ™
Pending Transactions
Select a Pending TransactidEr T [ed ]
Transaction Type: Sevain: | 3o = oFirm ction : 3
D E - -
Dacuments
Desktop
T 1 o optiene: iee [na ) ecs
My Dioous
Select SoNtrel  pccoy e Legal Authority A98neY
8 2 Usc B61(d) -
= (95} may Computar Federal Credit
DG 3aka1 e Reform Actof ~ ABC123
1990
oo 2 USC 661(d) -
1] il
O pmor. @9 R e o - R Creclt | ABC123
Sarw o by Micaetch Exeal Wik thiet - & Concal 1990
— USC 651(d) -
t )
. (85) /252002 Ry Federal Credit
AABR. yixaizz MNShed giigigrew 042002 Crodn Relorm 600.00  poform Actof  ABC123
1990
2 USC 661(d) -
Repaymant
e (6510 el 252002 B0 e annan  Federal Credit o on | -
£1) i Local ntranet

Markda,, | ] mdget

Verify or enter a file name
Verity or change the directory

Select the Microsoft Excel Workbook file format from the Save as type menu




ACCOUNTING & REPORTING GWA Training Guide

Pending Transactions
Modernization

2} Pending Transactions - Microsoft Internet Explorer

Qe - O (W] B Osewen drraenn @ @ S-5 8- L) A3
) iy i gwan Ligeatr Sn/NET JGWAPendng Trans.asp - nc‘) s !
Pending Transactions
Select a Pending TransactidEueRG edd
Transaction Typse: Hasm ke | 2 v ot uction - -
Dapt Reg: - (i -
Docurenes
Deviicp
T “ o cpoee 1o Bma B ewn
D:_J
Control Wy Docusmaess Agency
Select | her Accoul ) Legal Authority "o
) 2 USC B61(d) -
- (95)] w4y Computer Federal it
DEFCi 131 e Reform Actof ~ ABC123
‘-i 1990
2 USC 661(d) -
B e | o 3 Federal Cradit
© 009 ygai] o s - (5o ]| Raform ctor  ABC123
Sove 03 tpe Micrawan Excel Weorkahast - Carcnl 1990
— 2 USC 661(d) -
Repayment
. (85) 4/25/2002 Federal Credit
sABB.L 4,0, Fnlshed YN NCS 042002 Credit Reform 600.00 et et of | ABC123
Borrowing S0
2 USC 661(d) -
Repayment
o naaa (B5)  cienaa H2S2002 pannnn e Botere ann nn It pnans |
41 i Local nranet

e Select Save

The detail transactions are now downloaded to your computer in the Excel format
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nternet Explorer
Fie Edt Vew Faw
g
Qe - o] 2] D seweh e @reds £ L B - 83

) it fpwancl Ligwatr sy ET /GWAPradng Trans. i ~ oo

Pending Transactions

Select a Pending Transaction from the list or enber one or more properties to filber by:

Transaction Type: - Status: - Requires Actlon: -
Dept Reg: - Account: - Legal Authority: -
[ suemi ] TS [ getresn ]
ErTTTE ¥ o transact [ —— Doweboed optinat BTt o, K fuca
Control Current i A i Tr Agency
Select yumber ACEOUN Sranis Date Period Type Legal Authority “pof #
el o 2 Usc co1(d) -
(95) 6/2002 Cradit Reform Fedaral Cradit
DEIC yaxatzz MMShed goiasiaan 042002 Borrawing 600,00 LS Ll ABC123
1990
2 USC 661(d) -
X (95) 4/26/2002 Credit Reform Federal Credit
< QCOFL  yyxdizz L 10:41; 14 AM RS Borrowing 600.00  poform Actof  ABC123
1990
2 USC 661(d) -
Repayment
ange..  85) pniehed V22002 gaz002  credit Reform 00,00 FedemlCredit  pgo5
S Borrowing 1990
2 USC 661(d) -
s (29) | | PR | g | s annnn  Foderal Crodit g |

] e L st s T GV APl 5 7C0r Om s DF TCFAGS-OEAC 7 3C-5030-AE 1P 22F A4 | &5 Local ritranet
—_—

S vatind .. [[]edons cam.. | T Fenang T D s sgercy... | B Meroush Pows... SragitI2 it AFIE s

View Pending Transaction Details
There will be occasions when a user wants to view transactions in a safe mode that does
not allow for update or change. The next few pages will cover the procedures to view a

transaction that does not allow for update.

e To begin, move the curser over the Control Number of the desired transaction and
click the left mouse button
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I view Panding Tranzaction Details - Micrasaft Internet Explorer

Fle EOU View Favortes Took Hep

O Back - u] (& #2 | O sewcn Favoroes @ Meds 5) - M - (;3 = 3

gveiasl Lty sy HET GV AP encingView. 2507 ContT o ={ DF FCFAFS-0EAC 47 3C-9030-AE IFZ2FSAZ46}

Borrowing From Treasury Transaction Details

Treasury Accaunt Symbal Lagal Authority

2 SE B81(d) - Federal Crecdt Reform Act of
1950

4] it el Ligwaty syHET SGWAPercnghirw_ip

iy Local intranet
72 start | . SmeMaked.. | []eosts oo, | 3§ vew Fendog Tr

[ wanng_agency... | B McrosoftPower. [+ Snagly/3z Cape.. & F1P a4

After the Control Number is clicked, the Borrowing From Treasury Transaction
Details page is presented.

e From this screen, the transaction can be viewed in the 1151 format by clicking on the

View Form button.

Note: To return to the Pending Transaction list, select on the Pending Transactions
from the menu bar or press the back button on the browser
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2 Non-Expenditure Transf

horization - Microsoft Internet Explorer

O [ B G Psewen Poravornss @rvets @ | ¢

- B A8 S

GWA Training Guide

Pending Transactions

O
il

NONEXPENDITURE TRANSFER AUTHORIZATION

Actount Symbal: Arian 1 Acsount Symbol;
2048085 $400.00 (9531154122

04/26,/2002 Transfer FROM Total:
10/01/2001 Troms! For T Total:
£00,00
a8/I0/2002
5.125
2001

AUTHORITY
2 USC 661(d) - Fedoral Credit Aeform Act of 1950

I The aborws laansfieris peogers usvber the authority eed

V1 start

e SiEaN Markda. . 2B traring_agen...

Amount;

$600.00

&00.00
400,00

BHTAPDOL

B8 Microsoft Po..

After the View Form button is clicked, a new window showing the Non-Expenditure

Transfer Authorization will be displayed.

From this screen,

e To close the window, click on the X at the top right hand corner of the window

e To print, select the printer icon from the Browser menu.
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3 view Pending Transaction Details - Microsoft Internet Explorer r—_"ﬁlﬁl
Pl Bat vew FPavores Took Hep *
Qeak - O [x] 2] b Dsewch Prrnvons @eds € 3¢ L B - 53

] it w1t iy T A A Vi, ar OO oL 0 TP A S-OIAC -4 T 0G0 00- A 1P 22058 2 * B

MaturtyDate 1=09,/30/2002; Amount 1=600,00; Cohort¥earl=200L: Interestfate =5, 125

D4z002
This should be appraved

4] http:fgwasg Ligwatr snNET /GW AP ercing View.anp iy Local ntranet

72 start | _ Ssntakind.. | [f]oagts custo. : weira T, | ) Uanng_sgency.. | B Mercaolt Power,.. | |-\ Snegltaz Capt., ALIE sueam

After the Control Number is clicked, the Borrowing From Treasury Transactions
Details page is presented.

e From this screen, the comments can be viewed by clicking on the View
Comments button.

Note: To return to the Pending Transaction list, select on the Pending Transactions
from the menu bar or press the back button on the browser
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After the View Comments button is clicked, a new window showing the comments will
be displayed. The Transaction Control Number, Posted Date and Time, Transaction
State Code (a.k.a Status Code), User Name and Comment Text will be populated with
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Pending Transactions

Bk -

71 start

®) (&) fh Osewch PrFavontes @PMeda ) (37 L B - Vi 3

LAty T GV AP Vi, S5 PO G m{DF TOFASS-OEAC -4 7 3090 30-AE 1F 2P 5A 246 « B -

B D sswch iy Paventss iy

e {DFTCFARE-0EAC-473C-9030~

) orn 3 Local rarmt

i Local iianet

o My, [ odgers cust.. [T view Pendng . terrtperat | ) wanng agen.. B MorcsorPo. |- snegiyazca. & 1R susam

information associated with the transaction.

From this screen,
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To close the window, click on the X at the top right hand corner of the window

To print, select the printer icon from the Browser menu.
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3 Pending Transactions - Microsoft Internet Explorer r__|[ﬁﬁ|
Fie Bt Vew Favores Took  Help ar
ook - [x] (@) & Osewch frravontes @meds € v L . A4
) g el Ligwatr Sy ET FOWAPer g Trarns. aip ~ Bs =
Pending Transactions
Select a Pending Transaction from the list or enter one or more properties to filter by :
Transaction Type: v Status: - Requires Action : v
Dept Reg: - Account: - Legal Authority -
T [ ] [ seiren ]
T B — ommiusa opiona: ¥ Tzt (8] 0a %) en
Control Current bmissi il T i i Agency
Select yumber ACEOUNt Grape Date Period Type Legal Autharity “g ¢y
2 USC Ge1(d) -
- (95) Af26/2002 Credit Reform Federal Credit
OFZCo yyxatzz FMShed ygigsiiaam 042002 Borrowing 600.00 " poform Actof  ABC123
1990
2 USC 661(d) -
(95) 4/26/2002 Credit Reform Federal Credit
© | QC9R. jivgizz SAved  ypian:3aaw 042002 Borrawing 600.00 L Actof | ABC123
K3 1990
2 USC Go1(d) -
Repayment
(85) 4f25/2002 Federal Cradit
AABRS. . 114122 Finlshed 3:18:01 PM 042002 Credit Reform 600.00 Rt Act of ABC123
Borrawing 1990
2 USC 661(d) -
Repayment
B (8BS | oy o #/25720020| F0 1o | A RERRTEOE ann o Federal Credit o0 | v
2] % Local ntranet

77 start | ssmtakiod .. | L Gagets Cnton, | I Peode Trama . | i ranngLagmeye. | B MarcsoftPower. |-, Snaalt/32 Capt., R:_.E!.i #:21 A

Update Pending Transactions

A transaction requiring updating by the user will have a radio button in the Select
column. A transaction that does not contain a radio button in the select column does not
require action by the user. Users that can update transaction fall into two general
categories, Preparers and Certifiers/Approvers. Two examples will be presented, one
for Preparers and another for Certifiers/Approvers.

Preparer Example

Preparers will need to update transactions when 1) a transaction was previously saved
and needs to be retrieved for completion and 2) a transaction was rejected by a
certifier/approver or STAR. The information in the Current Status field will allow the
user to see why the transaction needs updating, i.e., saved, rejected, etc.

e To begin, move the curser over the radio button of the desired transaction and click
the left mouse button. A black dot will appear in the radio button to indicate your
selection.
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Pending Transactions

Select a Pending Transaction from the list or enter one or more properties to filter by:

Transaction Type: v Status: - Requires Action: -
Dept Reg: Account: 3 Legal Authority -

s ¥ oo

W + = wansaction checked out by snother user

Control Current Tr - Agency
Select Number 2CTOUNt o tus Date Paricd Type Amount Legal Authority Ref #
20/ rodit Ref “Fadaral Cradit
. (95) 4/26/2002 Credit Reform eral Credit
DE7Ce.  jyxaips FiMished 5i3siiaam 092002 Borrowing 600.00 o Aetof | ABC123
1990
2 USC 661(d) -
5 (95) 4262002 Credit Reform Federal Credit
© 009 jyxarzn  SAVed  jqayiiaaw 042002 Borrowing 600.00  poform Actof  ABC123
1990
2 USC 661(d) -
Repayment
. (85) 42 5/2002 Federal Credit
AABB., o). Fnished | SYTHS oM 042002 Credit Reform 600,00 el eof  ABC123
Borrowing 1990
2 USC 661(d) -
P, ment
oy (€0 N cpeeal apgFim | goocnn | SRR annan  Federal Credit g ynn | v
]t - pres  Local ntranet.

Go to the bottom or top of the page and click on the Update button with the left
mouse button.
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Fle Edt View Favonbes Took Hep o

Qeack - u] (@] @ O sewcn feravoren @M @) 37 1L . L3
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After the Update button is clicked, the transaction that requires updating is displayed.
The Status field will allow the user to see why the transaction needs updating. In this
example, the user previously saved the transaction and is now completing it. If a
transaction is rejected, the same update procedures are followed.

Note: Once this update screen is displayed, the user should follow the procedures

described in the New Transaction section. The process to enter and the validation for

the transaction are contained there.

Note: Reject reasons and comments can be viewed by clicking on the View Comments

button.
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A sz

Certifier/Approver Example

Certifiers and Approvers will certify, approve or reject transactions through the Pending
Transaction area. The information in the Current Status field will allow the user to see

why the transaction needs updating.
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To begin, click on the Radio button under the Select column next to the transaction

that needs updating.
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Go to the bottom or top of the page and click on the Update button with the left
mouse button.
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After the Update button is clicked, the Approve Transaction screen is displayed.
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At the bottom of the screen, five buttons will appear; Certify or Approve (depending on
the users role), Reject, Cancel, View Comments and View Form. Below is a
description for each of the buttons:

Certify or Approve - The transaction will be certified/approved by the user when the
Certify or Approve button is clicked.

Reject - The transaction will be rejected by the user when the Reject button is clicked.
Cancel - The transaction can be cancelled by clicking the Cancel button - no database
updates will be made. If the Cancel Button is clicked inadvertently, you may use the

Back feature of the web browser and return to the entry screen that will contain all the

information you had entered.

View Comments — Clicking the View Comments button will allow the user to view
and/or print comments associated with the transaction

View Form - The transaction can be viewed in the 1151 format by clicking on the View
Form button.
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To certify the transaction, click on the Certify or Approve button
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The Current Status has changed to Agency Certified
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e To reject the transaction, click on the Reject button

Note: When rejecting a transaction, a reject reason is required.
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If the Reject button is clicked and a reject reason was not selected, an error message will

be displayed.

e Click on OK to close the pop-up error message window.
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To select a reject reason from drop down list, click on the drop down Arrow to the
right of the Reject Reason box with the left mouse button.
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e Next, click on the appropriate reject reason within the drop down list with the left

mouse button.

Note: If an appropriate reason is not listed, enter an explanation in the Comment box.

The reject reason and comment will be associated with the transaction. This will provide

the preparer with an explanation for the rejection.
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e Click on the Reject button with the left mouse button

Note: The Certify button disappears once a reject reason is selected.
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The Current Status has changed to Agency Rejected

Note: When a transaction is rejected, only the preparer can change or update the rejected
transaction.
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The menu bar can be used to navigate to other area of the system.
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To go back to the GWA Homepage, click on Home with the left mouse button.

To enter a new transaction, click on New Transaction with the left mouse button.
This will take the user to the New Transaction page.

To log off the GWA system, click on the LOG OFF button that appears in the top
right corner of the screen.
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